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APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
- Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. : i

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. B Dispose of present accumulation; no further accumulation antu:lpated

| c. (@ Amend Application No. 7}4'21‘A ___ Check One: [J Change; Kl Supercede; O Void

__FORAGENCYUSE | 1. Agency Address : | FOR RECORDS MANAGEMENT USE |
‘?pl'cat"’" Date ' Depa.rtment of Education Application Number
EN | office of Planning and Development 7'—\ 21 ~ R
Appllcation Number o Division of Staff Development ‘ [ Date Received Date Completed
Teacher Certifica.tion.Section NOV 2 1983 | '8EP 5 1984
2. Person to Con;a; T T 7 7 Workmg 'Flt_lam-m_ ] Telephone Number _
Debbie McCoy Teacher Certification Supervisor 656-2406 |

4. Dates of Series 5. Hecord; Series Title {followed by title used in office, if different)
Earliest . Latest ) i

1953 |/9283 TEACHER CERTIFICATION FILES
6. Division aqH Offigthggction - What is the fun_ction of the Division and the Office in which this record series is (.:;_‘reated?

1 '-!_‘_ i .-~ . A . _" . - - - P o~ - e ' '!
. S SO L R R ' ST o T
. ( . P
‘No Change

7. Record Series Description This file contains the followmg ‘documents {rnclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to:.  (No Change)

Included are: (add:) microfiche copies of Teacher Aide Licenses,

File is arranged: alpha.betica.ll:f by surname.

8. Monthly Reference Rate How often are records referred to which are: _
Onetosixmonthsold - ; Seven totwelvemonthsold _____ _; Thirteen to twenty-four monthsold ________;

twenty-five monthsandolder ___ 7 . o L _ ]

9. Annual Rate of Accumulation of Records _ . S
Letter srze drawers —  ;legalsizedrawers ___;Shelves_______;Other (specify) _‘_L_.&.Q._bﬁm

PRI

AR-50-71; Rev.76 B . . {Over)



b omm—— ——— am e - e o —— . e —

Z e ' BT -
L YES | NO | 10. Questionnaire  (Place an *’X" in the proper column) . . o o ea .
a. Is this the official copy of the series? By -
X If not, where isit? _ e N S
b. Does the series contain oonfidential information requiring security handling? If yes, ci'te Iaw or regulation.
X c. Is this a vital record? could be used to substantiate e@loyment for retirement or s.s. |
X | d. Does this series have historical or long term research value? .
e. When one or two documents in the file make it necessary to keep the entire file for a long perlod could these Pl
- NA| _ _ documents be scheduled separately? e _:,“>’H
X | f._Isthe information contained in this series ever publghed'* If yes, attach copy. -
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? ' *
] X _I_YQS._aJlaCh copy, L TS A
. Is there a duplication of this series in your offsoe or in another office or agency?
b | X | If ves, where? individuals only would have copies presently, _
P X L 1 i Isthis series for a major portion of it) regularly microfilmed? ] g
L X _J.. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law .0 years, d, Audit:befiod . ' | years.
b. Statute of limitation years. e. Administrative need BO years.
c. Federel law G years, f. Federal retention instructions - e_.___Years,
Attach copy or excert of laws or regulations. Explain administrative need. "
Hans eripts and Verificath&n decuimends are  haeded n Hoo
event Hovmay teacher alides GPP\y -Dor/ 4-eo_ckm3 cerhfreate
* Othevr |
12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: T
' O Calendar Year; O Fiscal Year; B Other then,
O Hold in the current files area . ..__..month{s} . year{s); then
O Transfer to local holding area; hold _________ year(s); then
O Transfer to State Records Center;hold ________ vear{s); then
O Destroy.
O Transfer to State Archives for permanent retention. .
@ Other (Specify) . .
Macvefiche
Add:Mierefilm copies of Teacher Aide Licenses
Cut off files immediately; transfer to State Archives
for permanent retention,
>k This portion of the Teacher Certification Files will no longer accumulate
since Teacher Aide licenses are no longer issued.
These instructions apply to all prior and future accumulations o'f the series.
| Agen gad/Designee fSigngture) Date | Records Management Officer (Slgnature) ] Date
] 1/ ok £ Bairngandpord 1-22-85
State Records Committee (Sighature) Date
Recommendations in para- :
graph 12 are approved. State Auditor/Designes
{If disapproved, attafh Ie{ter
of explanation.) ' 0} Secretary of State/Designee
Attorney General/Designee

AR—60—71; Rev. 78
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APPLICATION FOR nEconns RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See Publication No. 76—8M—1 for instructions on completing this fonim. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. , '

FOR AGENCY USE 1. Agency Address = ' FOR RECORDS MANAGEMENT USE
» ] Application Date Department of Education Application Number “
) Office of Planning and Development 7“"2 l" P‘ o
Application Number Division of Staff Development Dete Received Deste Completed
- Teacher Certificat_iﬁn Services JuUL 1 5 1982 jP’A‘UG 9 1082
2. Person to Contact T HWorking Tnlc T FH_*_.ﬁT;Ikephone Number |
Debbie McCoy . Teacher Certification Supervisor 656-2406

3. Action Requested
a. D Establish Retention Schedule; record will continue to accumulate. .
b. [ Dispose of present accumulation; no further accumulation anticipated.

c.__K Amend Application No. 74-21 Check One: 0) Change; K Supercede; [ Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different}
Eartiest Latest
: l To Date ‘Teacher Certification Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Teacher Certification Unit is responsible for the administration

and application of State Board of Education requirements governing the licensure and
certification of elementary and secondary school personnel in Georgia.

1

7. Record Series Description This file contains the followirig documents finclude form numbers and titles, i any):
Attach samples of the file.

Doctiments refating to: evaluating requests for and issuing Georgia teacher certificates.

Included are: copies of Teacher Certificate, Application for Certification, College
Recommendation for Certification, Evaluation, Request for Issuance of Certificate,
 School Experience Verification, Certificate Issuance Letter, Notification
Letter, Transmittal Letter, and other related certification forms, memos, and
correspondence,

=

Fileis arranged: alphabetically by surname; thereunder chronologically by date.

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold ___________; Seven to twelvemonthsold___._______; Thirteen to twentyfour monthsold ___ ____;
twenty-five months and older

——?

9. Annual Rate of Accumulation of Records

Lettersizedrawers - legal-sizedrawers ________ __:Shelves____________ :Other fspecify)

AR-50-71; Rev. 78 : (Over)




vES ! NO ] 10. Questionnaire  (Piace an X" in the proper column) 5 . f,. —
8. Is this the official copy of the series? ) . N
X If not, where i it? ‘ -
b. Does the series contain confidential information requirmg security handling? If yes, ﬂte law or regu!atlon
X ___34CFR99. Georgia Code 40-27
X c. |Is this a vital record?
X d. Does this series have historical or long term research value?
e. When one or two documents in the file make it neoessary to keep the ent;re fnle for a long period, could these .
NA documents be scheduled separately? -
. G . A the mfomw_xmi&mmmmww copy,
g s the mforrnatlon contained in this series ever ma!yzed lndlor recorded in a summarized report? L
X If yes attachcopy, . =
h. Is there a duplication of this series in your office, or in anather office or agency?
X M ves, where?
X i._Is this series (or a major portion of it! reqularly microfilmed? _— -
X i._Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years, d. Audit period _years.
b. Statute of limitation years. ¢. Administrative need - __g_lLVears

c. Federal law years. f. Federal retention instructions : years,
Attach copy or excert of laws or regulations. Explain ndministrative need,

12 Approveé Disposition Instructions ~~This #gency recommends that the file series be cut off at the end of sach:

- [ Calendar Year; O Fiscal Year; & Other ___ See below - - - then,
O Holdinthe currentfilesarea . _monthi{s) ___________ vear(s); then
3 Transfer to local holding area; hold ____________year(s); then
O Transfer to State Records Center;hold . year(s); then
O Destroy. '
O Transfer to State Archives for permanent retention.

B Other (Specify)

Upon issuance of teaching certiflcate, microfilm entire file and destroy
‘the paper copy.

Microfilm file: When individual reaches 73 years of age or upon death,
.. .place in 1nactive file cut off inactive file at the end of each calendar
,;ryear, transfer to State Archlves for permanent retentlon ‘

These instructions apply to all prior and future accumulations of the series.

IDuig,nee Signa )} .o Date -~ ] Records .lhnjgekmnt Officer (Signature) . Date
Yetia ﬁf?lé f’—' 77_//%/31 Wathes B Bocongordpe |7/ 1v/g2.
ﬁ : ' State Records Commtttee (Jgnamm) , Date

Recommendations in para- . 7 7
graph 12 are approved. State Auditor/Designee W 727 f .

{If disapproved, attach letter _
| of explanation.) Secrétart tate/Designee é W 7@,7“ 725 "gz:

v

Attorney Genaral/Designee - ‘ﬂ;“/ ~€ >
AR-50—71; Wev. 76 {Reverss Side




STATE , ..t OFFICE OF BECNETARY OF STATR

. . . : . PAGE
- oF Ap.p] ication for DEPARTWENT OF ARCHIVES & RISTCRY . 1
- cogra  RECORDS DISPOSITION STANDARD  ssconos mamscsmest orviston
1, gppnuuen Date INSTRUCTIONS . e separate inetructions for completion of § FOR RECORDs nun'cmu:[‘r DIVISION qs
Jan._ 11 197[} front and reverss of this form. S.ign original and tuo copire Pate '“‘l""‘i lPPU"“‘”‘ Wo. Uste Completed

5. Ngency Application Ro. and foruard to bepartment of Arshives and Wistory, Atteneion: JAN 1 7 19\74 '74 l‘ JAN 2 4 1974.
2430 01 : Records Management Officar. - ) - )

3 AGENCY, Dtvimirn, Suhdivision bk Adminjstering Office Addrens

.Department of Education, Office of Imstructional Services

Pet-on lo Contar?t

. Program & Staff Development Division, Teacher Edycatiom . +Robett G. - MbCants ol
.& Certification, Room 229, State Office Building *~ &% °- Sﬁ;;“m;n,_r" e 5 e ]
Atlanta, Georgla ' ‘ " Director 7 656-2406

G .KCTIUN_REQUE"ST'D

ESTABLTSH DTISPOSITION STANDARDY ° D ‘ITSPOSE OF PRESENT ACCUMUTATION;
"RECORD WILL CONTINUE TC ACCUMULATE NO FURTHER ACCUMULATIQN ANTICIPATED

ot R s SR o g o friro e L5 fens L f
8 .FBarliest & Latest 9. EXact Serles Tlt]_e :
Dates Of Ser1¢3 2| eyzel or - Rz T it B PO R ST R ST '
1963 to date ] Teacher Certification F11es

L 0. What 1s-the function’ of tie offlce in Whlch thls record series is creafeﬂé S

The Office of Instructional Services is responsible for the devel-
opment and implementation of curriculum for Georgia Schools from
... kindergarten through post-secondary technical and adult education, -
. =™ The 0ffide’of Imstruttional Seérvices also administers compensatory
;q"_;;f'ri' programs, the department-owned educational televisfon service,

o f:;_jf teacher education and certification, and early childhood and special
©T Y - "“aducation. :

n

fo

(LY
ry

11. This file contalns the follow1ng documents (1nc1ude form numbers and titles, if any,
and file arrangement).

Documents relating to the application for Georgia State teaching certificates and
issuance of the certificates

Included are
(1) Teacher Certificate, no form number.

(2) gApplicarlon for Certification, Form IC-10. foNntiecel T oeem o uIfioIoe
(3) College Recommendation for Certiflcation, Form IC-10a U s
(&) Evaluation, Form IC-28.. .. . o cntteetes Dos osgr : I

(5) .Reguest for issuance of Certificate, Form IC 80 a’ ev e £ no=n

(6) Superintendent 8, request for igsuance of Certificate, Form_lc-éffci o
(7) Notification Letter, Form IC-36b.

Files are maintained alphabetically by surname.
ATTACH SAMPLES OF THE FILE

12 N EQUIPNERT NCCIIPTIRL No. of Draweras Cu. Ft. of Records l Fo. of Drawers Cu. Pr. of Recordn

X . ANNUAL NATE OF ACCUMULATION ’ . :

irt*er-stze File Trawers ) 51
b . 1p officelsl} In Storege Aresis)
Le‘l]-ll{t File [ravers _ T - - » .

oor ace Qecuplad [Square Feet)
1 Sp ‘ p! &q., * I.Q ) '090
. = . - This Lust Precedingfail Priar
i - : : Year's Year's Year s Years'
Microfilm‘Tacket Files { 238 cu ft . . 7 ‘ifT
SN - ‘ AVERAGE DAILY h:n:nt"ta_i = PN ) 1
LOCeI.Holding Area ) i 793 cu ft L 'r"e4 15. 3 -3

Form. AR-50-T]




- , o me 7
QFESTIONNAIRE Place u-n "#" 1n the proper column. Tf anewer 1s "YES,” please explattd . YES N '

13. Is this the Record Copy of the series?

14. Is there a duplication of this series in another office or agency? [] [X

15. Is the information contained in this series ever summarlzed or published? [ 1 [x]
Attach copy of summary or publication. ; s

I? -
1 Rathel o Sppleatlon b Hanb et 1 GRS e s i aniiee, 0 0
ec. e Georgia Open Records Law ag amended in 1967.

17. Does the series ini 1ate, amend or terminate agency policies and procedures° [ 1 [x]

18. Could the function be performed if the files were lost or destroyed? [x1 [ ]
There would be possibility of duplication or non use of certificate numbers.

19. Is the series {or major portion of it) regularly microfilmed? If yes, why? [x1 1
Integrity of file, ease of reference as utilization of space.

20. Does the record series provide data as input to an EDP file? (x] [ ]
Provides partial info. (but not complete file) necessary to issue Teach. Cert.

21. Does the record series contain documentation produced as EDP printout? O [x] O[]
Printout consists of Register for Teacher Certificates and the Certificate itself.

22. Hes the Federal Government issued instructions governing the retent1on/dlspo- 11 (%)

sition of these files?

23. Will t ‘ - | ? ?
> Wikho'RaTT B Sended aE HIses ARSRNdS Moo RSNl BRGS0 P rrcars D[]

“u

after final

2h. REQUIREMENTS. The following requires the files to be kept 2 years: expiration of
: R _ o L certificate
a.[]JSTATE ©b.[]STATUTE OF c.[]AUDIT d.[ JFEDERAL  e.[KADMINTSTRATIVE  f£.[ JHISTCRICAL
LAW LIMITATION PERIOD LAW DECISION VALUE

(Cite Law, Statute, or other reason for the retention rcguirement)

A 2 year retention is requested in case the teacher reapplies for
a certificate.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR - X OTHER _SEE BELOW ,then:

Hold in the current files ares - "month(s}/ year(s):
. Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.

Other: (Specify)

Upon issuance of teaching certificate, microfilm entlre file and destroy the

paper copy.

Microfilm File - Upon final expiration of the teachers certificate, place

in the inactive file; Cut off the inactive file at the end of the calendar

year, hold in the current files area for two years; then destroy

— e T e )
e b b b s )

(Indicate briefly rationale for recomnendatwns above/or write addttwnal remarks)

Fecords Management Officer (Stgnature Date. | .iquD SféNATURES—" DATE
Spasadiisy 17i=7Y _ OTHER REQ! 7 I,
26, Recommendations [Agency Head/Designee B 4 / 7‘/
in paragraph 25[[ X Approved Disapproved / /
are: Auditor/Designee ‘
- [1¥ Approved [ ] Disapproved : "\ 3'3' 7J{
STATE RECORD of State/Designee
COMMITTEE ) [V?ﬂ %ed [ ] Disapproved [-19- 74
Attopne
% /ﬂli-T?ﬁl




